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TO BE FILED WITH FPM SUPPLEMENT 293-31
31 August 1988 ST , ; e , Al TPR 293—31
SUBCHAPTER Sl. INTRODUCTION

a(ADDED). FPM Supplement‘293—31‘applies to all basic personnel files

maintained on National Guard technicians employed under 32 USC 709.
S1-7. ~RECORDS DISPOSAL

Documents ‘will be»tdrn~into pieées to preclude recoﬁstructiép and placed

in regular trash containers. Magnetic tapes or disks will be erased. SPMOs

may direct other methods if c¢ircumstances indicate that these methods do not
protect the personal information. ~

! : , ‘ o 1
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TO BE FILED WITH FPM SUPPLEMENT 293-31

31 August 1988

SUBCHAPTER S2. THE SERVICE CONTROL FILE
$2-7. MAINTENANCE
e. The SPMO will select from the optionms provided.

f. The serviqe'record will not be forwarded.

NGB TECHNICIAN PERSONNEL PUBLICATION-
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| ~TO BE FILED WITH FPM SUPPLEMENT 293-31
(\-’) 31 August 1988 iR i | ' ‘ ~TPR 293-31
N e g e
| SUBCHAPTER $3. THE CHRONOLOGICAL JOURNAL FILE |
|  $3-4. ARRANGEMENT

c(ADDED). Forms will be filed chronologically; the remaindétfof the file
arrangement is up to the SPMO. S o IR R ,

(;~’) / NGB TECHNICIAN PERSONNEL PUBLICATION



TO BE FILED WITH FPM SUPPLEMENT 293-31
31 August 1988 - R : |  TPR 293-31

SUBCHAPTER S4. THE OFFICIAL PERSONNEL FOLDER AND
MERGED RECORDS PERSONNEL FOLDER FILE

' S4-5. MAINTENANCE OF THE OFFICIAL PERSONNEL
FOLDER AND MERGED RECORDS PERSONNEL FOLDER

£(4) Standard Form 66-C
a(ADDED). Use the SF 66~C only when'employing an iﬁdividual in the
technician program who has- records of service in an agency listed in FPM

Chapter 293, Appendix C.

n(1l) Review of folder

(d)i. For the purpose of this paragraph, agency means Army National Guard
or Air Nat10na1 Guard.

NGB TECHNICIAN PERSONNEL’PUBLICATION
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Figure 1
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Figure~2
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Figure 3
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TO BE FILED WITH FPM SUPPLEMENT 293-31

31 August 1988 | : | PR 293-31

SUBCHAPTER S5. EMPLOYEE PERFORMANCE’FILE SYSTEM‘RECORDS

$5-3. WRITTEN IMPLEMENTATION REQUIREMENT

b(1) (ADDED). - Responsibility for establishing written internal
instructions on maintaining the EPFS is delegated to each SPMO., = SPMOs can
tailor instructions to their state's specific operating environment but must
cover the areas listed in paragraph 85-3 of the FPM. TPR 293-31, Appendix
D(ADDED) is an example of an EPFS instruction that meets the FPM
requirements. Send one copy of the state's internal instructions to NGB-TN.

NGB TECHNICIAN PERSONNEL PUBLICATION



TO BE FILED WITH FPM SUPPLEMENT 293-31

(‘-’) 31 August 1988 TPR 293-31

S6
SUBCHAPTER $6. EMPLOYEE MEDICAL FILE SYSTEM

§6-3. IMPLEMENTATION INSTRUCTIONS

Responsibility for establishing written internal instructions on -
maintaining the EMFS is delegated to each SPMO. SPMOs, with assistance from
medical, health and safety personnel, can tailor instructions to their state's
specific operating environment but must cover the areas listed in paragraph
S6-3 of the FPM. TPR 293-31, Appendix E(ADDED) is an example of an EMFS

instruction that meets the FPM requirements. Send one copy of the state's
internal instructions to NGB-TN. : ' .

' NGB TECHNICIAN PERSONNEL PUBLICATION



, TO BE FILED WITH FPM SUPPLEMENT 293-31
31 August 1988 o E TPR 293-31
' : | s8

SUBCHAPTER S8(ADDED). SUPERVISOR'S WORK FOLDER

$8-1. PURPOSE AND SCOPE

a. ‘Supervisor work folders provide a system for keeping information about
those supervised. First-level superv1sors keep separate work folders for each
technician; higher-level superv1sors are not permltted to maintain dupllcate
work folders.

b. Work folders are part of the Emplbyee Performahce File System
addressed in.subchapter S5 of FPM Supplement 293-31 and are subJect to the
Privacy Act and Freedom of Information Act.

S8-2. TYPE OF FOLDER, LOCATION AND SAFEGUARDS

- a. Supervisors use standard manila folders with the technician's name
written on them. ‘A supervisor will not use SFs 66, Official Personnel Folder,
as work folders.

‘ b. Folders are normally kept at the supervisor's work site. However,
other locations may be used if the work site cannot protect folders from
casual access, inappropriate disclosure, and invasion of personal privacy.

88-3. ‘CONTENT -

The following documents. are normally ma1nta1ned in a supervisor work
folder:

a. NGB Form 904-1, Supervisor's Record of Technician Employment, is the
only authorized supervisory employment record; the SF 7-B or AF Form 971 will
not be used to record technician data. SPMO completes items 1 through 7 from
available records and advises the technician to notify his/her supervisor when
data changes. The remainder of the form is self-explanatory.

b. Performance-related records may be maintained for no more than 3
years. They include but are not limited to performance elements/standards and
ratings of record; records kept to track performance, documents concerning
reconsideration/appeal of performance-related matters; performance improvement
plans; and memorandums or notations of performance counseling.

NGB\TECHNICIAN PERSONNEL PUBLICATION
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c. Conduct-related records are maintained until no longer relevant to a
continuing or recurring problem. Only letters of reprimand contain specific
disposition dates. Since the SPMO maintains the official file, a supervisor
would have no need to keep copies of adverse action records once the action is
completed (notations on NGB Form 904-1 is sufficient).

d. Leave schedules prepared annually to assure timely use of annual leave
may be filed in work folders or in a central location,

e. Copies of SF 52, Request for Personnel Action, may be kept until
action is completed.

f. Copies of correspbndence or forms related to training may be kept
until training is completed. Training plans may be kept until no longer

relevant.

g. Current position descriptions for each basic position may be filed in
work folders or maintained in a central location.

h. Documents required for the position (e.g., copies of licenses,
professional accreditation, certificate documenting proficiency with equipment

or tools used, and firearms proficiency) may be retained until updated.

i, Other records which are valuable in reaching dec1s1ons on what course
of action to take with regard to technician's employment.

j. Copies of documents suppdrtlng an award or commendation may be kept
until action is completed.

k. AF Form 55, Employee Safety and Health Record.
1. Military appraisal required by TPR 300(351) are replaced annually.
NOTE: Letting a technicianlknow that information has or will be added to the
work folder can help to reinforce both positive and negative events.
S8~4. DOCUMENTS PROHIBITED

The following documents are prohibited from being filed in a supervisor's
work folder:

a. Copies of SFs 50 once the NGB Form 904-1 has been posted. The
employee copy of the SF 50 will be given to the technician concermed. If it
is other than the employee copy, it will be destroyed.

b. Security investigative records or reports,

c. Pre-employment vouchers or telephone inquiry notationm.

NGB TECHNICIAN PERSONNEL PUBLICATION



31 August 1988 . R . TPR 293-31

: . ; ‘ ’ .‘ , : ™ » , 88
d. Letters of indebtedness which have no bearing on a technician's
ability to perform his/her duties or the reputation of the National Guard.

e. ‘Medical records.

£, SF 181, Race and National Origin Identification, or SF 256,
Self-identification of Medical Disability,

g. Photographs of personnel.
h. Training certificates.
i. Resumes,‘

j. Personal notes as outlined in S§8-6.

S8-5. ACCESS

Upon request, a technlclan must be allowed to review the work folder
pertaining to him/her. Technicians wishing to provide access to another
person must provide the superv1sor written notification which specifically
identifies the person to be given access and the records to be provided. The

) record can. be disclosed to other officials/employees who have a need for the
‘ ‘ record in the performance of their duties.

' $8-6. PERSONAL NOTES

Personal notes maintained as memory aids are not official agency records
and are not subject to the Privacy Act because they are (a) retained for the
personal use of the supervisor; (b) are not circulated or shown to anyone
else; and (c) are retained or discarded solely as the superv1sor sees fit (not
under regulatory control). Such notes may not be maintained in the work
folder (see paragraph S8-4j above).

'S8-7. RETENTION AND. DISPOSITION

a. Except as outlined in paragraph $8-3, work folder records can be
retained indefinitely, provided they are relevant and necessary. in carryxng
out supervisory re5pon81b111t1es.

b. Work folders will be destroyed within 90 calendar days after an action
occurs which separates the technician from employment in a particular State.
SPMOs can have supervisors destroy work folders or may require the folders be
sent to the SPMO for review and disposition.

NGB TECHNICIAN PERSONNEL PUBLICATION



TO BE FILED WITH FPM SUPPLEMENT 293-31

31 August 1988 ‘ d ' o ' ' TPR 293-31
S ' : Appendix D

_ APPENDIX D (ADDED).

 EXAMPLE OF AN 7
~ EMPLOYEE PERFORMANCE FILE SYSTEM INSTRUCTION

1. Purpose and Scope: The Employee Performance File System (EPFS) provides a
method for maintaining performance-related records that:

a. Assist rating officials in momitoring and-rating performance;

b. . Provide technicians with information on their actual performance and
how their performance may be improved; and ~ :

¢. Form the basis for decisions involving pay, assignment, reassignment,
promotion, reward, tralnlng,kretent1on standlng, reductlon in grade, or
removal actions.

2. Location: Performance-related records for each technician are maintained
in separate Employee Performance Folders (EPFs) located in the Support
Personnel Management Office (SPMO) and in supervisor's work folders (see
subchapter S8(ADDED)). Performance data is maintained as part of the National
Guard Bureau and this State's technician computer data base. '

3. Type of Folders: A (enter type of folder used) is used in the SPMO.
Supervisor work folders are standard manila folders with the technician's name

written on them.

4, Manager- The ‘SPMO has overall responsibility for the EPFS with the (enter
title of position) delegated re5ponsxb111ty for day-to-day operation.

5. Contents: The follow1ng list representskperformance—related records most
likely found in the EPF.

a. Performance elements/standards.
b. Technician ratings of records.
c. Military appraisal required by TPR 300(351).

d. Documents created during the request for reconsideration/appeal
process. ’

e. Documents concerning the denial of a within-grade increase or
reflecting that a request for reconsideration has been made and its outcoume.
(This does not eliminate the need to establish separate recon31derat10n files
as outlined in 5 C.F.R. 531.410(a)(2)).

NGB TECHNICIAN PERSONNEL PUBLICATION
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Appendix D } '

f. Records documentlng the action of the State Impart1a1 Rev1ew Board or
State Performance Standards Review Board.

g Records kept durlng a ratlng‘perlod to track performancé (e.gss
quality control records and production records).

h. Performance improvement plans,; memorandums or notations of counseling
or progress review sessions including those made on NGB Form 904-1.

i. Other records which are valuable in reaching decisions on what course
of action to take with regard to a technician's performance.

je Documents supporting an award or commendatlon based on performance
(e.g., NGB Form 32).

k. Requests or recommendations for training along with any related
records regardlng selection, nonselection or performance while attending
training, Copy 1, DD Form 1556 will continue to be filed in the OPF.

1. Documents required by the position (e.g., copies of licenses,
professional accreditation, certificates documenting prof1c1ency with
equipment .or tools used and flrearms prof1c1ency)

6. Safeguards and access: A11 EPFS records will be protected against casual
access; inappropriate disclosure to management officials or others outside
this agency; and inappropriate invasion of personal privacy. Those
maintaining EPFS records must use caution and discretion in securing and
disclosing such records, Retrieval of computer-based performance data is by
~access code with audit trail., Access by a technician or representative to
EPFS records will be handled in the same manner as access to OPFs.

7. Freedom of Information Act (FOIA) and Privacy Act: All records in the .
EPFS are subject to the FOIA and Privacy Act; Office of Personnel Management
(OPM) and NGB regulations implementing these Acts; and are part of OPM's
Government-wide Privacy Act system of records identified as OPM/GOVT-2.

8. Retention and disposition of EPFS records: EPFS records , ‘
(manual/automated) are generally retained for a maximum of 3 years. ‘Obsolete
documents may be torn into pleces to preclude reconstruction and placed in
regular trash containers, and magnetic tapes/disks are erased. When practical
and cost-effective, records may be marked obsolete and returned to the
technician concerned. The following,SPecific rules- apply:

a. Unless related to an ongoing proceedlng, performance ratings and any
documents related to that rating (e.g., standards, summary ratings, quality
control records, reconsideration/appeal records, award documentation,
counseling notations and WIG documentation) will be retained for 3 years. The

NGB TECHNICIAN PERSONNEL PUBLICATION
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' ' Appendix D

3~year timeframe begins from the date of final action on the performance
rating; that could be the date of the approving official's signature on the
rating or, if appealed, the date of final action on appeal,

‘b. An EPFS record needed in connection with an administrative or judicial
proceeding may be retained as long as needed, but it cannot be used as a basis
for future actions. ‘ ‘

c. The 3-year retention schedule does not apply when an administrative or
judicial ruling requires earlier removal.

~d, Ifa technician's performance continues to be acceptable for 1 year,
the performance improvement plan will be removed from the EPFS. The 1 year
begins from the date of the plan. :

e. Automated EPFS records may be kept beyond the 3-year retention
deadline for statistical analysis only. Such records cannot be used as a
basis for future actions.

£. Documents required by the position (e.g., licenses and proficiency
certificates) are maintained until updated.

g. When a technician leaves this State's employment, any performance
ratings that are 3 years old or less, along with the performance plan upon
which the latest rating is based, are sent with the OPF to either the next
servicing personnel office or to the National Personnel Records Center
(NPRC). Any required summary rating must also be forwarded with the OPF.
(This does not include military appraisals required by TPR 300(351)). All
other performance-related records of former technicians will be disposed of
within 1 year after separation from employment. If the technician is employed
back in the State prior to record destruction, the EPFS documents will be
purged for outdated material. '

h. When an OPF is received from NPRC, performance ratings and supporting
documents more than 3 years old will be disposed of. This includes a review
of the permanent side of the OPF to ensure that previously authorized
long-term ratings of “"Outstanding” and "Unsatisfactory” are no longer on file.

i. Military appraisals required by TPR 300(351) are replaced annually.

NGB TECHNICIAN PERSONNEL PUBLICATION
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Appendix E

APPENDIX E (ADDED).

L EXAMPLE OF AN
EMPLOYEE MEDICAL FILE SYSTEM INSTRUCTION

1. Purpose and Scope: The Employee Medical File System (EMFS) provides a
method for maintaining and disposing of medical records for Federal civil
service technicians. The system provides for more effective management of
medical records and protection of sensitive medical records, and ensures
compliance with OSHA medical record keeping requirements.

2. Location: Technician medical records located in the SPMO are maintained
~in separate Employee Medical Folders (EMF). Additionally, technician medical
records are located in (list specific locations). With the exception of test
scheduling data, technician medical records are not automated. Supervisor
work folders do mnot contain technician medical information.

3. Type of file: a, The SF 66-D is used by the SPMO. It is the official
file which accompanies technicians throughout their Federal civil service
career. . Other locations listed in paragraph 2, above, use standard manila
folders with the technician's name written on them.

b. SFs 66-D recelved from other. agencies or the NPRC for newly hired.
technicians will be used by the SPMO.  Records in these files may be placed in
another location (e.g., medical surveillance file) as long as the integrity of
the record is maintained.

4. Manager: The SPMO has- overall responsibility. for the EMFS with the
(enter position title) delegated respon31b111ty for day-to-day operatlon of
the ‘system. : .

5. Contents: a. This State follows FPM Supplement 293-31 guidance on the
types of documents that can and cannot be filed in the EMFS. This written
instruction will be updated if this State adds a short- or long-term document
to the EMFS that is not addressed in FPM Supplement 293-31.

‘b. At this time, EO 12564 has not been implemented for technicians
employed under 32 USC 709. Drug-testing records created as a result of Guard
membership are maintained in accordance with m111tary directives and are not
part of the EMFS., S
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6. Technician versus Military Medical Records: Because.of the dual status
requirement , most technicians will also have military medical jackets.

Records created as a result of Guard membership (hearing test given as part of
military physical) will continue to be filed in the military medical jacket.
Likewise, records created because of a technician's Federal civil service
employment (e.g., hearing test requlred under OSHA medical surveillance
regulations) must be f11ed in the EMFS. One system does not negate the need
for the other.

7. Safeguards and Access: a. All EMFS records are protected against casual
access, inappropriate disclosure to management officials and others outside
this agency, and inappropriate invasion of personal prlvacy. Those
maintaining EMFS records must’ use cautlon and dlscretlon in securlng such -
records. ‘

b. To avoid misfiling and casual access, SFs 66-D maintained in the SPMO
are kept apart from OPFs and EPFs. EMFS records maintained at locations
outlined in paragraph 2 are stored in lockable metal file cabinets in secured
areas. ‘ ‘

¢. Technicians have the right to personally review their EMFS records
and, upon request, be provided a copy at no cost. However, when EMFS records
contain information which a physician would hesitate to inform the technician
about, the SPMO, based on medical advice, can apply special access procedures
and release those records only to a physician or other person (e.g., clergy)
named in writing by the technician. ' '

d. Technicians wishing tq provide access to another person may do so by
providing the SPMO with a written notification which specifically identifies
the person to be given access and the records to be provided.

e. The SPMO must ensure that medically related employment decisions are
appropriate and consistent with OPM and NGB regulations.

8. Privacy Act: a. All records in the EMFS are subject to the Privacy Act
and Office of Personnel Management (OPM) and NGB regulations implementing the
Privacy Act, and are part of OPM's Government-wide Privacy Act system of
records identified as OPM/GOVT-10

b. The routine uses of EMFS records are limited to those outlined in
OPM/GOVT-10. These routine uses are permissive in nature; no disclosure
(routine or otherwise) will be made without SPMO clearance. This control will
protect the confidentiality of EMFS records and the confidentiality of the
doctor/patient relationship.
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C. ‘All disclosures of EMFS recofds must be accounted for. If the

“disclosure accounting documentation pertalns to.a long—term EMFS record, it is

filed as a long-term EMFS record, short-term dlsclosure accounting becomes a
short-term EMFS record.

d. Under the Privacy Act, technicians are permitted to réﬁuest amendment
of EMFS records, including removal of a document or substxtutlon of one
medical opinion in 11eu of another.: .

9. Freedom of Information Act (FOIA). The SPMO will handle any FOIA request
pertaining to EMFS records. - v .

10. Retention and Disposition of EMFS records: a. Long- and short-term EMFS
records are retained for the duration of a technician's employment with this
State. When a technician separates, the SPMO retrieves EMFS records being
maintained in any of the locations identified in paragraph.2, above, and
determines whether such records are long- or short-term documents, Long-term
records are placed in the SF 66-D and forwarded to the next employing agency:
for continued use or to the NPRC where they are retained for 30 years.
Short-term records are retained in the SPMO for 5 years from date of
separation, They are then disposed of by shredding, burning or erasure of
disks or tapes. '

b. If a technician returns to employment in this State prior to record
destruction, those short-term files will be made part of EMFS active files.

c. When a technician who has Guard membership separates for any reason
from employment with this State, a notation will be filed as a long-term
record to alert others that m111tary med1ca1 records do exist and how those
records may be obtained for review.
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